


DEPARTMENT OF GENERAL SERVICES Schedule No. 12 0 4 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3 
-- - -  - - --  

Agency - Wicomico County DivisionlUnit - Purchasing and General Services 

Item Description Retention 
No. - 

1.  Bid Records Retain 5 years and until all 
-- notice to bid, bid specifications, request for bids, audit requirements have heen 
proposals. and quotations, bids received. bid correspondence, fulfilled, then destroy. 
bid tabulations. bid awards, advertising. 

3 -. Auction Records Retain 3 years and until all 
--correspondence, check copies, auction list, equipment audit requirements have been 
information list, advance notification of auction. fulfilled, then destroy. 

-7 
2. Pay roll/Employee Records Retain 1 year, then destroy. 

--daily time sheets. leave forms, comp forms, disciplinary 
actions (Originals to HR). 

I 

4. Vendor Records Retain old vendor records 3 
--copies of all outgoing correspondence. vendor applications, years, then destroy. 
W-9s, contracts and leases for each vendor. Current vendor records 

active as long as vendor is 
active. 

1 

Schedule Approved by Department, Agency, Schedule Authorized by State Archivist 
or Division Representative. a .  

Date Date 3/18/z0/3  
I / 

Signature (8%mw4 
Typed Name Rick D Konrad 

Title Purchasinq Aqent 



















with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

Instructions -Type or Print a separate form for --- 
each new or revised record series. Forward 
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1. DepartmenVAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

- AGENCY RECORDS INVENTORY 

1) DEFINITION: RECORD SERIES: A group of relatekl records normally filed and used as a unit for rbference as well as retention and disposition 11 

2. Division 

PURCHASING 8 

GENERAL SERVICES DEPARTMENT 

3. Unit 

n/a 

( 11 6. Record Series Description (Briefly describe the types of infomationldocumentsfforms found in the series, Include the purpose or function of the 11 

I 

series.) 

Original incoming letters, email, copies of outgoing letters, memoranda, studies, reports, directives. policies, and other material related to the 

administration of the agency. 

purposes. 

4. Record Series Title 

General Correspondence Documents 

7. Remd Series Formal(s) List all 

rn Letter Size Miimfilm 

0 Legal Size Computer Tape 

Audio Tape Floppy Disk 

0 Bound fbok Vdea Tape 

Other ( s ~ e n t y ) ~  

1 1. File is Used 

5. Earliest YearlLatest Year 

2007 to 2012 

8. Record Series Sequenm 

rn Alphabetical 

Numerical 

Chmnolog~cal 

Gecgraphical 

0 t h  (sP~W) - 

12. File B m e s  

9. Volume 

1 - 
Number 

File Drawer(s) 

0 Microfilm Reet(s) 

[7 C ~ P U ~ W  Tape(s) 

0 0 t h  ( s ~ e d h l ) ~  

10. Annual Accumulation 

200 - 
Number 

File Drawer(s) 

M i i f i lm  Reel(s) 

Compnw Taws)  

Mher (spedfy) Fib Fdders 

Inadwe After 

0 Daily Weekly Monthly rn Annually 

13 Current Location(s) (Bldg.. Floor. Room) 

Government Oftice Building. Second Floor. Room 205 

15. Aness Restrictions (If Yes, ctte Law(s) b Regulation(s) 

Yes IX] No 

17 Is an Index System used? If yes, explah brleny and dexribe requirements 

yes B NO 

V* 
Number Month(s) ~ear(s) 

14. IS Record Series Dupl~cated Elsewhere? (if yes. speafy agency w oftice.) 

rn Yes a No Some recads are also In eledronk form on Department ccinputcrs 

16. Audi Requirements 

rn None State Federal lndependenl 

18. Recommended Retention 

Screen annually and destroy material that is no longer needed 
for current business with the following exception: Transfer to 
the Maryland State Archive for permanent retention any 
material that serves to document the origin. development, and 
accomplishments of theoffice and has continuing 
administrative, fiscal. legal. or historical value. 

19. Name and Title of Preparer 

Rick Konrad, Purchasing Agent 

DGS 550-4 (RPV 1193) 

20. Telephone Number 

4 10-5484805 

21. Date 

11/1/2012 












































